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INTRODUCTION 
A variety of P-Card reports are available for managing your agency’s P-Card transactions 
and payment process. Most of the reports can be selected by date range and a sort order 
can be selected that sorts the results in an order unique for the report.  
 
Reports can be opened or saved as PDF, text (.txt), or comma separate value (.csv) files. 
(NOTE: Some file formats may have slightly different column headings due to the 
formatting of the particular file format.) Click here if you have problems opening a PDF 
report. 
 
Different reports are available to different users. For example, some reports are available 
to P-Card administrators that are not available to approvers. These will be noted below. 
 
Figure 1 - Available Reports 
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RECONCILIATION REPORT 
This report is used to reconcile P-Card transactions with Wells Fargo statements in order 
to pay Wells Fargo. The reconciliation report shows transactions that have been sent to 
STARS. If not, whether they are going to be that day or not, the total will show up in the 
Potential column. It differs from the Potential Post Pending report in that the Potential 
Post Pending report ignores transactions that are approved. 
 
Other columns in the report to note include: 
 
• STARS column: This includes all transactions that were sent to STARS and that 

STARS sent back to P-Card. 
• Potential Pending column: This includes all transactions that are processing (not 

verified or approved) or batched (approved and will go to STARS that night).  
 
To generate a reconciliation report, select a date range and then select a file format. 
 
Figure 2 - Reconciliation Report 

 

POTENTIAL POSTED PENDING REPORT 
This report identifies transactions that have been processed by Wells Fargo but not yet 
approved or verified in P-Card and not sent to STARS. 
 
To generate a Potential Posted Pending Report, select a date range, criteria to sort the 
report by, and then select a file format. The sort criteria are: 
 

• User Name • TM # 
 • Posted Date 

• Trans Date  
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Figure 3 - Potential Posted Pending 

 

POSTED PENDING REPORT 
This report shows the transactions for which the P-Card administrator has executed 
posted pending process. These are transactions that will post to STARS but are not yet 
verified and or approved. They will post to STARS with the default coding. See the 
Posted Pending document for more information.  
 
To generate Posted Pending Report, select a date range, criteria to sort the report by, and 
then select a file format. The sort criteria are: 
 
• User Name 

 
• Tran Date 

 
• PCA 

 
• IDX 

 
• Post Date 

 
• P/P Date 

 
• Vendor 

 
• Amount 

 
 
Figure 4 - Posted Pending report 
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ALL TRANSACTIONS REPORT 
This report is based on the full history of transactions beginning from the time your 
agency began using the P-Card application. To generate an All Transactions Report, 
select a user name, date range, criteria to sort the report by, and then select a file format. 
The sort criteria are: 
 
• Name 

 
• TM# • Posting Date 

 
• Tran Date 

 
• Amount 

 
• 1099 

 
Figure 5 - All Transactions 

 

1099 ERROR REPORT 
This report is a list of all transactions indicated by subobject code as 1099 MISC 
reportable to the IRS. 1099 MISC reportable transactions must have the correct STARS 
Vendor /Sfx entered in the P-Card application. 
 
To generate a 1099 Error Report, select a user name, criteria to sort the report by, and 
then select a file format. The sort criteria are: 
 
• Name 

 
• Merchant 

 
• TM# • Amount 
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Figure 6 - 1099 Error Report 

 

TRANSACTIONS NOT VERIFIED 
Report is used for approvers to see what transactions need attention by the cardholder 
prior to month end. Approvers may also use this report throughout the month to see what 
transactions have been made against their agency’s budgets. 
 
To generate a Transactions Not Verified report, select a date range, criteria to sort the 
report by, and then select a file format. The sort criteria are: 
 
• Name 

 
• Tran Date 

 
• Post Date 

 
• Card # 

 
• Merchant 

 
• Tran Amt 
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Figure 7 - Transactions Not Verified 

 

TRANSMITTALS NOT APPROVED  
Similar to the Transactions Not Verified report, you may run this report to see what 
transmittals need attention and how much P-Card activity there is and how it will affect 
your agency’s budgets.  
 
To generate a Transmittals Not Approved report, select a date range, criteria to sort the 
report by, and then select a file format. The sort criteria are: 
 
• Name 

 
• Tran Date 

 
• Post Date 

 
• Card # 

 
• Merchant 

 
• TM# 

 
 • Amount 
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Figure 8 - Transmittals Not Approved 

 

USER REPORT 
This report lists all P-Card users and their PCA/Index, Approval/Verifier level, card 
number, etc. This is helpful for administrators to manage and maintain their agency’s P-
Card users and which cards are assigned to them. 
 
To generate a User Report, simply select a PDF, TX, or CSV file format. 
 
Figure 9 - User Report 
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PCARD DOWNLOAD 
This report shows every transaction in the P-Card application for the date range specified. 
Agencies would use this for a variety of processes. It is designed so that agencies can get 
all of their transactions in one report. 
 
To generate a P-Card Download report, select a date range, and then click TXT. The text 
file can be imported into MS Excel, as in the example below: 
 
Figure 10 - P-Card Download report example in MS Excel 

 
 

IMPORTING THE PCARD DOWNLOAD TEXT FILE 
Once you have saved the PCard Download text file, you can import it into MS Excel. 

1. From the MS Excel toolbar click Data > Import External Data > Import Data. 
 

 
 

2. Locate and open the text file. 
3. Select Delimited in the Text Import Wizard and click Next. 
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4. Leave Tab selected as a delimiter and enter a comma in the Other: section. Click 
Next. 

 

 
 

5. Click Finish. 
6. You are prompted to save the data in an existing or a new worksheet (or just accept 

the default location). Select a location and click Finish. The text file should open in 
an Excel worksheet as in the example in Figure 10. 

CARDHOLDER (CH) STATEMENT REPORT 
The cardholder statement gives you all of the transaction information from the point of 
sale, e.g., reference number, description of the vendor, and MCC coding. This 
information is useful when reconciling your transactions to the bank statements. You can 
run the report as a cardholder or as the cardholder’s proxy. The P-Card administrator can 
run statements for all cardholders in the agency. 
 
To generate a CH Statement report, select a user, a date range, and then select a file 
format. 
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Figure 11 - CH Statement 
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